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Guidelines – Principal 

TFM, Vol. 1, Part 3 – Chapter 7000 (T/L 547), Allotments and Assignments of Pay 
http://www.fms.treas.gov/tfm/vol1/v1p3c700.txt 
 

The Division of Financial Management/Denver Operations (DFM/DO) Payroll Calendar 
 

Function 

The Division of Financial Management/Denver Operations (DFM/DO) processes payroll 
for all of the Fish and Wildlife Service (Service).  The Cost Accounting Section (CAS) 
accounts for seasonal and situational labor, corrects input errors in the Federal Financial 
System (FFS), and processes billing and collections that pertain to payroll. 
 
Overview 

The Service’s offices, the Job Corps/Office of Youth Programs (OYP), the National 
Business Center’s Payroll Operations Division (POD), and the DFM/DO’s Cost 
Accounting Section all have roles in the payroll process. 
 
The Service’s offices administer time and attendance records for all personnel.  The POD 
maintains the payroll interface between the Federal Personnel Payroll System (FPPS) and 
the Federal Financial System (FFS).   
 
CAS processes, in FFS, additions or changes to seasonal and situational labor cost 
structure codes, such as codes for firefighters and participants in youth programs.  CAS 
reviews and corrects payroll records in FFS that do not match existing cost structures.  In 
addition, CAS processes the Job Corps/Office of Youth Programs payroll.  The Job Corps 
payroll includes Job Corps’ administrators, instructors, counselors, support services, etc. 
CAS reconciles the data from the OYP payroll reports, corrects payroll information 
errors, credits payroll charges to the correct cost structure, and sends copies of the 
corrected summary to all the concerned field stations. 
 
CAS processes payroll billing and collections through FFS for debts that occur through 
payroll overpayment to current or inactive Service employees.  CAS verifies billing 
information, furnishes missing vendor codes, social security numbers, and addresses, if 
necessary.  CAS processes the billing documents in FFS.  CAS receives the payments 
from NBC’s Debt Management Branch to service the debts, either applies the payments 
to the corresponding bills or places the payments in the 621X payroll suspense fund to 
wait for resolution, and reconciles the collections and the billing documents.  In addition, 
the NBC transfers debt management responsibility to CAS for inactive Service 
employees.  CAS modifies the FFS entries and adds interest, penalties, and 
administration charges to delinquent debts. 
 

http://www.fms.treas.gov/tfm/vol1/v1p3c700.txt
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Structure  

The structure of this document parallels the structure of the payroll process.  The process 
consists of two parts: 
 

Part 1, processing payroll, begins with entering time and attendance records, payroll edit, 
and ends with payroll posting.  The section includes Job Corps payroll processing. 
 

Part 2, processing payroll billing and collections, begins after payroll posting and 
includes billing and collections for current and former personnel. 
 
Function Details – Part 1 – Processing Payroll  

Process Initiation 

The responsible administrative office enters time and attendance records into the Federal 
Personnel Payroll System (FPPS.)  The Payroll Operations Division (POD) moves the 
records through the payroll interface into the Federal Financial System (FFS).   
 

CAS processes the Service’s payroll based on the DFM/DO payroll calendar (See the 
DFM/DO Payroll Calendar – Attachment 1).  At the end of the first week in each two 
week cycle, Thursday is designated as the payroll edit date, and Friday is designated as 
the payroll post date.  On the scheduled payroll edit date, CAS enters new or changed 
cost structures into FFS for seasonal and situational labor, such as firefighters and 
participants in youth programs.      
 

Before 2:00 p.m. MDT on the posting date, CAS corrects input errors and makes changes 
that are necessary for successful payroll processing.  In addition, CAS processes the Job 
Corps payroll.  The Job Corps payroll includes Job Corps’ administrators, instructors, 
counselors, support services, etc. 
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Step 1 – Enter Cost Structure Codes in FFS  

On the payroll edit date, CAS: 
• Refers to the Labor Cost File – FWS10601 for seasonal and situational labor’s cost 

structure codes.  (See the Labor Cost File – Attachment 2).   
• Refers to the Fund Code reference memo for the new/current fund codes (See the 

Fund Code reference memo – Attachment 3) 
• Enters the year in the Budget Fiscal Year (BFYS) field, the fund in the Fund field and 

the cost structure in the Job field of the Project Reference (PROJ) table (See the 
Project Reference table – Attachment 4).   

• Enters the cost structure codes into the Default Values Reference Data (DVAL) table 
(See the Default Values Reference Data table – Attachment 5).   

 

þ Input Labor Cost File – FWS10601 
þ Input Fund Code Reference Memo 
þ Input PROJ and DVAL Tables 
þ Output  Updated PROJ and DVAL Tables 
 
Step 2 – Correct Defaulted Payroll Records   

During the night following the payroll edit date, FFS processes the payroll edits.  FFS 
will not pass records that do not match existing cost structures.  FFS assigns these records 
to a default cost structure with a 9999 prefix.  The Payroll Defaulted Records Report – 
FW10201 lists payroll records that default to the 9999 prefix cost structure. 
  
The Defaulted Payroll Records (DREC) table contains records with the 9999 prefix. It 
also contains other records that have cost structure conflicts, but will be passed by FFS.  
CAS must correct the 9999 prefix records before the payroll is posted.  If possible, CAS 
reviews and corrects records with cost structure conflicts. If CAS cannot resolve cost 
structure conflicts for records that FFS will pass, the administrative office that originally 
entered the record will have to correct the error through Remote Data Entry (RDE).   
 

On the payroll post date, CAS: 
• Refers to the Payroll Defaulted Records Report for a list of payroll records with the 

9999 prefix cost structure (See the Payroll Defaulted Records Report –  
Attachment 6).   

• Examines all DREC table records (See the DREC table – Attachment 7). 
• Corrects obvious errors, transpositions, etc. 
• Researches the DREC records by social security number in the Archived Payroll 

Records (ORAC) table (See the Archived Payroll Records table – Attachment 8). 
• Compares the original cost structure to prior charges in the ORAC table and resolves 

the error.  (9999 prefix records must be corrected before payroll post.) 
• Enters the correction into the Defaulted Payroll Records (DREC) table.  
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• If the error involves a cost structure code that has not been entered or is outdated, the 
accounting technician enters the code into the PROJ table, but a CAS staff accountant 
has to enter the code into the DVAL table. 

 

þ Input Payroll Defaulted Records Report 
þ Input PROJ, DREC, DVAL, and ORAC Tables 
þ Output  Updated DREC, PROJ, and DVAL Tables 
 

Step 3 – Process Job Corps Payroll  

The Job Corps payroll is processed separately in FFS, then added to the Service’s payroll. 
On the payroll post date, CAS: 
• Refers to the following Job Corps Payroll Reports: 
Ø The OYP Organizational Labor Cost Report – FWS16602, lists hours, gross pay, 

government additions, and total cost.  (See the OYP Organizational Labor Cost 
Report – Attachment 9.) 

Ø The Bypassed OYP PAYPERS Records Transaction Report – FWS16601, lists 
hours and pay amounts that are not accounted for on the payroll schedule. 
(See the Bypassed OYP PAYPERS Records Report – Attachment 10.) 

Ø The OYP Reconciliation Figure Detail Report – FWS16603, lists gross pay, 
government additions, and total labor costs not covered under the listed hour code 
or object class.  (See the OYP Reconciliation Figure Detail Report –  
Attachment 11.) 

• Filters the reports through a Monarch data extract model to produce a summary (See 
the Monarch OYP Payroll summary – Attachment 12). 

• Pastes the summary figures into the Excel spreadsheet that calculates the Payroll Cost 
Structure Summary for OYP (See the Payroll Cost Structure Summary for OYP – 
Attachment 13). 

• Reconciles the grand total from the Payroll Cost Structure Summary for OYP 
spreadsheet with the total cost from the OYP Organizational Labor Cost Report.   

• Reconciles the Job Corps payroll processing final figures to the figures on the last 
page of the OYP Organizational Labor Cost Summary Report – FWS16602 by 
transaction and object class (See the last page of the OYP Organizational Labor Cost 
Summary Report – Attachment 9). 

 

þ Input OYP Organizational Labor Cost Report - FWS16602 
þ Input Bypassed OYP PAYPERS Records Transaction Report - FWS16601 
þ Input OYP Reconciliation Figure Detail Report - FWS16603 
þ Input Payroll Cost Structure Summary for OYP (Excel spreadsheet) 
þ Output  Payroll Cost Structure Summary for OYP (Excel spreadsheet) 
þ Output  Reconciled Job Corps Payroll Transaction and Object Class Final Figures 
þ Output  Un-reconciled Job Corps Payroll Transaction and Object Class Final 

Figures 
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Step 4 – Correct Job Corps Payroll Errors  

If the totals do not reconcile, CAS: 
• Uses the Field Station Personnel List or calls the field station to research payroll 

information errors (See the Field Station Personnel List – Attachment 14).  
• Resolves the errors. 
• Enters the correction into the Payroll Cost Structure Summary for OYP. 
• Send copies of the Payroll Cost Structure Summary to all the field stations. 
 
þ Input Un-reconciled Job Corps Payroll Transaction and Object Class Final 

Figures  
þ Input Field Station Personnel List 
þ Output  Revised Payroll Cost Structure Summary for OYP 
þ Output  Copy of Payroll Cost Structure Summary for OYP to Field Stations 
 
Step 5 – Enter Job Corps  Payroll in FFS 

CAS: 
• Enters each code in the No Check Disbursement Document (PR) table (See the No 

Check Disbursement Document table – Attachment 15).   
 
þ Input Revised Payroll Cost Structure Summary for OYP 
þ Input PR Table 
þ Output  Updated PR Table 
 
Step 6 – Credit Job Corps Personnel Charges to Other Service Cost Structures 

If Job Corps personnel work for another Service cost structure like fire duty or refuge 
work, CAS: 
• Credits the payroll charges to the employee’s current Job Corps cost structure. 
• Transfers the charges to the correct cost structure with a CG transaction through the 

Intra-governmental Payment and Collection System (IPAC) (See the IPAC Data 
Entry Form – Attachment 16). 

 
þ Input IPAC Data Entry Form  
þ Input Payroll Charges  
þ Output  CG transaction through IPAC 
þ Output  Payroll Charges Transferred to Correct Service Cost Structure 
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Step 7 – Reconcile and Document Final Payroll Service and Job Corps Totals 

After the payroll has been posted, the final totals are reconciled and documented. 
 

To reconcile the final payroll totals, CAS: 
• Compares the totals from the Summary Detail from FPPS Calculation Report – 

POD200 (See the Summary Detail from FPPS Calculation Report – Attachment 17) 
to the totals from the OYP Organizational Labor Cost Summary Report – FWS16602 
(See Attachment 17, page 2), the Cash to Paypers Balancing Report – FWS65001, 
(See Attachment 17, page 3), and the Payroll Input/Output Compare Summary Report 
– FWS10801 (See Attachment 17, pages 4, 5, and 6) on the FWS Payroll Reconciling 
Spreadsheet – PPXXXX (FWS Payroll Reconciling Spreadsheet – Attachment 18). 

 

To document the final payroll totals, CAS: 
• Prepares a standard voucher (SV) document with the final totals for both FWS and 

Job Corps payrolls (See the Standard Voucher Input Screens – Attachment 19). 
• Enters a payroll (PR) transaction into the Standard Voucher (SV) Document table in 

FFS (See the Standard Voucher Document table – Attachment 20). 
• Prepares a direct disbursement (DD) document with the Job Corps payroll total.  The 

General Accounting Section’s Job Corps accountant faxes the DD to the NBC for 
processing (See the Direct Disbursement Input Screen – Attachment 21). 

 

þ Input Summary Detail from FPPS Calculation Report – POD200 
þ Input OYP Organizational Labor Cost Summary Report – FWS16602 
þ Input Cash to Paypers Balancing Report – FWS65001 
þ Input Payroll Input/Output Compare Summary Report – FWS10801 
þ Input FWS Payroll Reconciling Spreadsheet – PPXXXX 
þ Output  Updated Standard Voucher (SV) Document Table 
þ Output  Standard Voucher with the FWS and Job Corps Payroll Final Totals 
þ Output  Direct Disbursement with the Job Corps Payroll Total to GAS 
þ Output  Balances Job Corps Payroll Transaction and Object Class Final Figures 
 
Step 8 – Create and Archive the Payroll Business File 

CAS: 
• Collects and organizes the payroll documentation for the pay period. 
• Archives the payroll business file in the file room according to pay period. 
 

þ Input     Payroll Documentation for the Pay Period 
þ Output  Archived Payroll Business File 
 
 



U.S. Fish and Wildlife Service         DFMOI – A21 
Division of Financial Management 
Denver Operations 
 

Division of Financial Management Operating Instructions 
Processing Payroll – A21 
Overview and Procedure 
Cost Accounting Section 

 

OPR: DFM/DO                 Last Save:      4/26/2004 1:30 PM 
Version: Initial  
Author: FPQT 
Supercedes: Original  

8 

Function Details – Part 2 – Processing Payroll Billing and Collections  

The NBC’s Debt Management Branch prepares billing and collections for debts that 
occur through payroll overpayment to current or former Service employees.  These debts 
can result from overpayment for travel expenditures and/or benefits.  The CAS processes 
these bills and collections through FFS. 
 

Process Initiation  

Based on the DFM/DO payroll calendar, the Branch of Financial Systems (FSB) and the 
NBC produce billings and collections reports after the payroll post day. 
 

Step 1 – Verify Billing Documents  

The BD Doc Records Report – FWS10301 lists the payroll-based billing documents 
(BDs) that the NBC has processed through the payroll interface for the current pay 
period.  CAS processes these BDs in FFS. 
 

CAS: 
• Refers to the BD Doc Records Report – FWS10301 for a list of the payroll-based 

billing documents (See the BD Doc Records Report – Attachment 22). 
• Verifies the information for each billing document. 
• If a vendor code (1 + social security # + suffix) is missing and listed as N/A, CAS: 
Ø Refers to the vendor table for the next suffix. 
Ø Researches the FPPS records by social security number to find the person’s 

address. 
Ø Furnishes the suffix, the person’s social security number, and the address to a 

CAS staff accountant to add the person’s information to the vendor table. 
• CAS staff accountant adds the person’s information to the vendor table 
 

þ Input BD Doc Records Report - FWS10301 
þ Input Vendor Table, FPPS Records 
þ Output  Updated Billing Document 
þ Output  Updated Vendor Table 
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Step 2 – Clear SUSF Table  

CAS: 
• Examines each BD from the current BD Doc Records Report – FWS10301 by BD 

number in the SUSF table (See the SUSF table – Attachment 23). 
• Verifies the information for each BD.  
• The budget financial year (BFY) field can reference only one year.  If multiple years 

are present, CAS erases any extra years. 
• If the I/D (Increase/Decrease) field contains a D, CAS prints the screen to save for 

reference, changes the D to I which cancels the debt in FFS. 
• Types a q (Edit Doc) in the function field to edit the BD and to list any errors.   
• Corrects the errors. 
• Types a w (Run Doc) in the function field to process the BD.  The status changes to 

ACCPT. 
 

þ Input SUSF Table 
þ Input Billing Documents 
þ Output  Updated SUSF Table 
þ Output  Accepted Billing Document Updates 
 
Step 3 – Verify and Apply Funds to Debts from Payroll Overpayment  

The NBC collects payroll overpayment debts through payroll deductions or by check 
and transmits the funds to CAS to service the debt.  CAS processes all of the collections 
in FFS, but only records the ones under the Service’s responsibility.  NBC’s Debt 
Management Branch handles the administration of most employee debts.  The Service is 
responsible for debts with a billing document 98182 prefix on the CG Doc Records 
Report – FWS10402.  CAS creates a payment history file with the billing and collection 
documentation for each 98182 prefix BD, and makes updates until the debt is paid or 
otherwise resolved. 
 

CAS: 
• Refers to the CG Doc Records Report – FWS10402 for a list of the payroll-based 

collections (See the CG Doc Records Report – Attachment 24). 
• Verifies the information for each collection.  The suffix in the $ Amount column 

indicates the status of the funds: 
Ø I – Increase – Funds transmitted to CAS to apply to the debt. 
Ø D – Decrease – Funds collected in error with disposition to be decided. 
Ø P – Partial payment, F – Final payment. 
For example, IP – Increase/Partial payment. 
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If the funds are in either I (increase) or D (decrease) status, CAS: 
• Refers to the DXRF – Doc XREF table or the VXRF – Vendor XREF table for the 

BD that corresponds to each collection. 
 

If a BD doesn’t exist, CAS: 
• Applies the funds to the 621X Federal Debt Recovery payroll suspense account to be 

either refunded or reapplied. 
 

If the funds are in D (decrease) status, CAS: 
• Refers to the BD to verify the status. 
Ø If the debt has been paid or collected in error, CAS applies the funds to the 621X 

suspense fund to be either refunded or applied to another BD charged to that 
employee (oldest BD first). 

 

If the funds are in I (increase) status, CAS: 
• Refers to the BD to verify the status. 
• Selects the BD in the SUSF table to access the BD Line table. 
• Uses a CG transaction to apply the payment to the BD in FFS. 
Ø Types the FWS10402’s run date in the Accomplished Date field. 
Ø Types the FFS entry date in the Completed Date field.  (Both dates are needed if 

the transaction has to be modified.) 
Ø For a partial payment, does not change the P/F field. 
Ø For the final payment, changes the P/F field to F. 

 

If a BD has 98182 prefix, CAS: 
• Creates a payment history file to archive the billing and collection documentation 

until the debt is paid or otherwise resolved. 
 

þ Input CG Doc Records Report 
þ Input SUSF, DXRF and/or VXRF Tables for BD Documents 
þ Output  Funds to 621X Suspense Fund for Disposition 
þ Output  Funds Applied to BD Documents through BD Line Table in FFS 
þ Output  Payment History File (for 98182 BDs) 
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Step 4 – Transfer Debts  

Bi-weekly, based on the payroll calendar, NBC’s Debt Management System transfers 
former Service employees’ debts to CAS responsibility.   
 

CAS: 
• Refers to the Debt Management System’s Transferred Report for a list of debts 

belonging to employees who are no longer active (See the Transferred Report – 
Attachment 25). 

 
If payments have not been credited against NBC’s BD, CAS: 
• Creates a BD Mod transaction in FFS to cancel NBC’s BD and to establish a  

Service BD. 
 
If payments have been credited against NBC’s BD, CAS: 
• Creates a CG Mod transaction in FFS to cancel the NBC’s BD and to establish a  

Service BD which includes the payment history. 
 

For both types of BD, CAS: 
• Changes the BD prefix to 98182 to designate the BD as the Service’s responsibility. 
• Combines all debts into one BD for each inactive employee. 
• Mails a bill to the debtor. 
 

þ Input Transferred Report 
þ Input NBC’s Billing Document with Payments Credited 
þ Input NBC’s Billing Document without Payments Credited 
þ Output  Service’s Billing Document 
þ Output  Bill to Debtor 
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Step 5 – Process Interest, Penalty, and Administration Charges  

During the transfer, if FPPS has added interest, penalty, and administration charges to 
delinquent debts, CAS must make sure the charges are added to the Service’s BD. 
 
CAS: 
• Refers to the SUSF table to list the outstanding BD batch. 

(See the SUSF table – Attachment 26). 
• Refers to the BD Line table(s) to process the charges. 

(See the BD Line table – Attachment 27). 
• To guarantee that the billing information in the first line screen will not conflict with 

information added in subsequent line tables while processing the delinquent charges, 
CAS blanks the existing non-monetary information in the 002 and any subsequent BD 
line screens. 

• Changes the Line Number field to 001 even if multiple lines are listed. 
• Verifies the charges in the Interest Amt, Adm Chgs Amt, and/or Penalty Amt fields. 
• Types a q (Edit Doc) in the function field to edit the billing document and to list any 

errors.   
• Corrects the errors. 
• Types a w (Run Doc) in the function field to process the BD.  Successful processing 

will change the status to ACCPT. (See the updated SUSF table – Attachment 28) 
• Refers to the Receivable Line Inquiry (ARLT) table to view the BD with the interest, 

penalty, and administration charges added (See the ARLT table – Attachment 29). 
 
þ Input SUSF Table 
þ Input BD Table 
þ Output  Updated BD Table 
þ Output  Updated SUSF Table 
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Attachment 1 – DFM/DO Payroll Calendar 
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Attachment 2 – Labor Cost File 
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Attachment 3 – Fund Code Reference Memo 

Page 1 
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Attachment 3 – Fund Code Reference Memo 
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Attachment 3 – Fund Code Reference Memo 
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Attachment 30 – Activity Based Costing – FWS Activity Dictionary  

The following link connects to the FWS activity dictionary: 
 
 http://planning.fws.gov/abc/activity/FWS_Activity_Dictionary.pdf 
 
The following list contains each FFS ABC code and a short description: 
 
FFS Code FWS Activity Name 
  Process I - Protect and Manage Species 
7ZE7 Implement Candidate Conservation Actions 
7Z1E Evaluate Species for Candidate Status 
7ME1 Prepare and Process Initial List or Uplist Petition Response for US/Domestic Species  
7M4B Prepare and Process 12-Month Finding for List or Uplist Petition for US/Domestic Species  
7M9R Prepare and Process Listing Rules for US/Domestic Species  
7MC6 Prepare and Process Critical Habitat Rules for US/Domestic Species  
69A2 Provide Litigation Support for Listing for US/Domestic Species  
7M1N Prepare and Process Foreign and CITES Listings  
06O9 Develop Recovery Plans for T&E Species 
06V7 Prepare and Process Special 4d and Experimental Population Rules  
063N Conduct 5-Year Reviews 
06T9 Prepare Initial Response to Delist or Downlist Petition 
065H Prepare 12-Month Finding for Delist or Downlist Species  
065Q Prepare and Process Downlisting and Delisting Draft and Final Rules  
697R Provide Litigation Support for Recovery Actions 
064K Implement Recovery Actions 
068G Implement Recovery Actions for Foreign and CITES Species  
C07V Conduct Resource Protection Consultations with Other Federal Agencies  
8KF3 Conduct Water Consultations with Other Federal Agencies  
9U4Z Conduct Hydropower Consultations with Other Federal Agencies  
8MN4 Conduct Forage Consultations with Other Federal Agencies  
8N5Z Conduct Forest Consultations with Other Federal Agencies  
8LB2 Conduct Non-Energy Consultations  with Other Federal Agencies  
8DS9 Conduct Energy Consultations with Other Federal Agencies  
8XF1 Conduct Recreation Consultations  
742E Provide Litigation Support for Section 7 Consultation with Other Federal Agencies  
X6H9 Conduct Intra-Service Consultations on FWS Permits  
X63C Conduct Intra-Service Consultations on FWS Enhancement and Restoration Projects  
X6O7 Conduct Intra-Service Consultations on FWS Grants 
X64L Conduct Intra-Service Consultation on FWS Construction, Operations, and Maintenance Activities 
X6A1 Conduct Intra-Service Consultation on Other FWS Activities 
06E2 Conduct and Assist with Law Enforcement Investigations for T&E and CITES Listed Species  
06G5 Conduct Import/Export Inspections for T&E and CITES Listed Species  
06W2 Plan and Implement Post-Delisting Monitoring 
8P6N Produce and Reintroduce Fish for Recreation 
7R1H Produce and Reintroduce Aquatic Species for Non T&E Species Conservation 
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7R4X Develop New Aquatic Technologies for Non T&E Species  
7R4V Conduct Disease Monitoring and Treatment for Non T&E Species  
7R7F Produce and Enhance Terrestrial Species  
058S Develop Aquatic Species Management Plans for Non T&E Species  
058R Develop Bird Conservation Plans for Non T&E Species  
7RH2 Implement Bird Conservation Plans  
7RG1 Manage Bird Harvest 
7R2N Manage Unintentional Take for Non T&E Migratory Birds 
7RW8 Manage Harvest for Fisheries  
8PA4 Develop Refuge Sport Harvest Regulations for Species Other than Birds and Fish 
7RT5 Manage Marine Mammal Incidental Take 
7RP2 Manage Marine Mammal Harvests  
7RU7 Manage Alaska Subsistence Harvest Other Than Marine Mammals  
7RJ8 Resolve Bird Resource Conflicts for Non T&E Species  
M1B8 Survey, Assess and Monitor Non T&E Aquatic Species  
M1Q7 Survey, Assess and Monitor Non T&E Migratory Birds 

M17J 
Survey, Assess, Monitor Non T&E Wildlife and Plants Other Than Aquatic and Migratory Bird 
Species  

7P3O Prevent, Manage and Control Non-Native, Invasive, Terrestrial Plants  
7NY8 Prevent, Manage and Control Non-Native, Invasive Terrestrial Animals  
7PD8 Prevent, Manage and Control Invasive Aquatic Plants  
7N9L Prevent, Manage and Control Invasive Aquatic Animals  
7Q6D Control Native Pest Plants  
7R2B Control Native Pest Animals and Predators  
X6W4 Implement Bi-national and Multinational Initiatives 
7R6I Process Migratory Birds and Eagle Permits or Other Take Authorizations 
069B Process and Monitor HCP Permit Applications  
067Q Process and Monitor Safe Harbor Permit Applications  
06P8 Process and Monitor Candidate Conservation Agreements with Assurances 
067S Process and Monitor Recovery Permits for T&E Species  
695B Provide Litigation Support for Permitting Actions of T&E Species  
1V9H Process Permits for Rights of Way 
06O6 Process International Trade Permits, Domestic Permits and Special Use Permits  
1RN3 Process Refuge Special Use/Recreation Commercial Permits 
3E6U Process Import and Export Licenses  
3EK8 Process Designated Port Exception Permits  
1P2Y Process Special Recreation Use Permits  
7R7T Conduct and Assist with Law Enforcement for Non T&E Species  
3EY3 Conduct Non T&E Import/Export Inspections  
T05T Conduct Refuge Patrol and Enforcement 
T11C Provide Forensics Support for Law Enforcement 
  Process 2 - Protect and Manage Habitats  
02X2 Develop Land Conservation Plans  
02X8 Develop Comprehensive Conservation Plans  
027K Develop Strategic Landscape and Watershed Based Plans and Projects  
021T Develop Aquatic Habitat Management Plans  
L4L7 Inventory, Assess, and Monitor Wetlands  
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L41D Inventory, Assess, and Monitor Marine/Coastal 
L45U Inventory, Assess, and Monitor Riparian 
L4Q1 Inventory, Assess, and Monitor Uplands  
06G7 Develop and Monitor Conservation Banks  
7G1X Assist in the Development and Monitoring of Wetland Mitigation Banks  
0EZ9 Manage Special Designation  Areas 
7QK2 Manage and Protect Uplands  
7QT2 Manage and Protect Wetlands  
7Q6K Manage and Protect Riparian/Stream Habitats 
7Q4S Manage and Protect Marine and Coastal Habitats  
7Q9K Develop and Manage Co-Op Land Management Agreements  
7Q5W Acquire Easements  
9V9E Exchange or Dispose of Lands  
9LM8 Acquire and Manage Real Estate 
7QS3 Identify, Process and Defend Water Rights on Service Lands  
7QJ5 Restore Wetlands  
7Q4D Restore Marine and Coastal Habitats  
7Q1Y Restore Uplands  
7QZ6 Restore Riparian/Stream Habitats  
7G5O Ensure Water Quality for On-Service Lands 
3HP7 Evaluate and Audit Environmental Safety and Compliance 
026A Conduct Contaminant Assessments  
8WL9 Clean up Contaminants on Service Lands  
B46V Ensure Air Quality 
8WX3 Prepare for and Implement Spill Response Plans  
J1S2 Review Hazardous Waste Actions 
L65A Conduct Natural Resource Damage Assessments  
7K4G Restore Natural Resources Damaged by Releases of Oil or Hazardous Substances  
C06J Review and Develop Environmental Provisions for Projects, Plans, and Permits  
C0D7 Monitor and Report Performance of Projects, Plans and Permits  
9U3Q Process Hydropower Licensing/Re-Licensing 
8QJ7 Prepare for Wildland Fires  
8TL1 Suppress Wildland Fires  
8U7E Reduce Hazardous Fuels - Other (WUI) 
019T Prepare Fire Management Plans  
7A9N Reduce Hazardous Fuels - Prescribed Fire (non-WUI) 
7B9V Mechanically Reduce Hazardous Fuels (Non-WUI) 
7CP1 Reduce Hazardous Fuels - Other Methods (Non-WUI) 
7D1P Stabilize Burned Areas 
7E1Z Rehabilitate Lands Damaged by Wildland Fire 
8R4P Reduce Fuels - Prescribed Fire (WUI) 
8S6L Reduce Fuels - Mechanical (WUI) 
R11G Manage Cultural Resources  
7YM3 Manage Museum Collections  
  Process 3 - Provide Services, Outreach and Security  
S3Q6 Develop and Provide Information and Educational Materials and Activities 
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S3B3 Communicate Directly with Media 
8PB6 Provide and Manage Opportunities for Priority Public Uses  
8P3L Provide and Manage Opportunities for Non-Priority Public Uses  
50J6 Manage Volunteers and Work Programs 
T7A5 Consult and Coordinate with Native American Tribes  
50I8 Develop and Manage Partnerships  
50E5 Coordinate Congressional Communications  
T3V4 Provide Emergency Response and Public Safety Operations  
T1R8 Provide Non-Trust Resource Enforcement Activities 
  Process 4 - Administer Grants  
062D Administer Endangered Species Act Grants 
X67U Administer Federal Assistance Grants 
7Q7G Administer Bird Habitat Grants 
7Q3V Administer International Grants  
7QU8 Administer Other Grants and Co-operative Agreements  
  Process 5 - Construct and Manage Facilities and Equipment  
64K3 Provide Services for Facilities and Space Management 
5FY2 Construct Buildings, Roads, Bridges, Tunnels, and Grounds for Resource Protection 
4DK5 Maintain Buildings, Roads, Bridges, Tunnels, and Grounds for Resource Protection 
4NS1 Construct Dams, Water Storage and Water Conveyance Facilities for Resource Protection 
5AC2 Maintain Dams, Water Storage and Water Conveyance Facilities for Resource Protection 
5RN9 Construct Buildings, Roads, Bridges, Tunnels, and Grounds for Recreation 
5S3Z Maintain Buildings, Roads, Bridges, Tunnels, and Grounds for Recreation 
5H5S Maintain Equipment for Resource Protection 
5Y2S Maintain Equipment for Serving Communities  
5Y7W Maintain Structures and Facilities for Serving Communities  
  Process 6 - Manage Budget and Administrative Functions  
611F Administer Pay and Benefits 
61C7 Administer Employee and Labor Relations  
616S Administer Recruitment, Staffing and Ensure Diversity 
67R2 Analyze Organizational Structures and Classify Positions  
67Q8 Conduct Workforce Planning 
61X4 Evaluate and Counsel Personnel 
808L Plan IT Investments  
813W Acquire IT Investments 
82B1 Operate, Maintain and Manage IT Investments 
683M Review and Approve Policies and Directives 
63C4 Manage Contracts and Acquisitions  
602T Develop and Allocate Budgets  
624F Perform Financial Management Operations  
68O5 Conduct Strategic Planning and Performance Management 
62X5 Collect and Analyze Activity Based Costing Information 
635R Manage Competitive Sourcing Initiatives  
62M9 Make Refuge Revenue Sharing Payments  
665K Provide Office Support 
659Y Manage Records, Files, Mailrooms and Libraries/Info. Services 



U.S. Fish and Wildlife Service         DFMOI – A21 
Division of Financial Management 
Denver Operations 
 

Division of Financial Management Operating Instructions 
Processing Payroll – A21 
Overview and Procedure 
Cost Accounting Section 

 

OPR: DFM/DO                 Last Save:      4/26/2004 1:30 PM 
Version: Initial  
Author: FPQT 
Supercedes: Original  

64 

656G Process Information Quality, FOIA, Privacy Act and Liability Requests and Claims 
669A Attend Non-Program  Specific Meetings 
66Q4 Develop and Deliver Training 
669D Attend Training 
68T8 Provide Directorate Leadership and Oversite 
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Attachment 31 – Guidelines – Additional 

• FFS Financial transaction Processing Manual  
Ø Chapter 8 – The SUSF Table 
Ø Chapter 10 – The Payroll Process 
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Attachment 32– Page 1 – Processing Payroll Diagram 

Processing Payroll is represented by an IDEF model.  IDEF is an acronym for the I-CAM 
(Integrated Computer Aided Manufacturing) DEFinition methods.  The IDEF model of 
the process graphically illustrates the complete activity. 
 

Activity Model: 
The completed activity model documents an explicit, step-by-step operation.  It includes 
all the information and data required to perform the payroll activity.  Activity modeling is 
often referred to as functional decomposition.  It shows the input, the process that 
transforms it, and the output of the transformed input. 
 

ICOM :  The acronym for the data elements on an activity model. 
 

INPUT  the element that triggers an activity and is transformed, consumed, or 
becomes part of the end result (Output) of the activity. 

 

CONTROL data that constrains or regulates the activity.  It usually indicates when 
or how the process will be performed.  Controls are mandatory, each 
activity on a diagram must have at least one. 

 

OUTPUT the end result of an activity, the reason for which the process is 
performed.  It must contain some form of input, and it is mandatory. 

 

MECHANISM the energy (man or machine) that performs the activity’s work. 
 

For example: 

Activity:  Application Software Testing

Perform
Application Software
Testing

A0

Application Software

Staff
Test

Environment
 Resources

Inputs

Mechanisms

Feedback

Tested Application Software

Approved Test Plans

Outputs

Policies,
Procedures, &

Standards

User/
Design

Requirements

Resource
Availability

Controls

 




